Missouri Employer Committee (MEC)

Employer Search for MEC Members

The Employer Search function may be used to obtain listings of employers that are either specifically
designated MEC on the employer record or al employers based on chosen search criteria. The data
may then be exported to an Excel database.

Toolbox 2 (Test (tbtest)]} - Employer

File Edit Mawigation Options Utiliby MO Utility Window  Help

ST EN BT
: 573 FEIN|
St 1 er Mlame: LIig: Step 2
ep Words: |Contains All - Status: | Active b Y 7
Search Ares
?El Search r ® Office [ Statewide  © Region ]
Status Mame Address City Last Jakb Ul e FEIM .
Y
-
et
L i D)

Figure1: Employer Search Screen

Step-by-Step:

1. Click onthe Employer IconE.
2. Click on the Adv Query tab.

Created by Vicky Loggins version 2 June 19, 2008



Toolbox 2 (Test {tbiest)} - Employer

File Edit MNavigation Cptions Wity MCUY Window Help

CSesrchAres  Coufies  ZipCades
C otiee =
. Redion, ll;grrtral Region =]
Csase

|Assigned o

|
| |
Owmership:| -] F.G&Lii v L
Crestedfrom|  To| %'h'w%\ mﬁ?nr e
- i JO's Only: il ite @ Both

-Ermaililsgth ) \S‘tamﬁiiﬂ.dive. b oven ¢ b= e ﬂ
ook | Gysescn |

[ 1] Mame Addresa ity FEM UlD  |Emal | BC

| -
i |

- | I |
ki | | | FEN:
I | | i

i I | N
r | | | - o

e e T | Total Employers:
i Selct Al | . Desslect 41| (3 Print Report| €L Send Letter | (3] Exportto Excel | G Adsito Group | (% Adilote | T-ata:?r?;e:

L

Figure 2: Employer Query Search Screen

1. Click on the Groups tab.
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Figure 3: Employer Query Search Screen
Group Tab

1. Doubleclick inthe Contact Type field.
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Figure4: Employer Query Search Screen
Contact Type Pop-Up Screen

1. Select MEC from thelist
2. Click the OK button.
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Figure4: Employer Query Search Screen
Group Tab

1. Click on the Search button.
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Figure5: Employer Query Search Screen
Demographics Tab

1. Select Search Criteria by either office or region from the drop down box, or statewide.
Counties or zip codes can be chosen for a statewide search.
2. Click the Search button.
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Figure 6: Employer Query Search Screen
Demographics Tab

OPTION 1: PRINT YOUR OWN LABELS.

1. Select either individually by clicking the box to the left of the name(s) you want to select or
click the Select All button.
2. Click on the Export to Excel button.
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Figure 6: Employer Query Search Screen
Export Options Pop-Up Screen

3. Choose Mail Label Data or Complete Employer Data. Thiswill automatically put the selected
datainto an Excel spreadsheet.
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OPTION 2: SEND LIST TO ITSD FOR MAILING INSERTS
AND CENTRAL OFFICE MAILING.

1. Choseindividual businesses you wish to be added to MEC Mailing

2. Click MEC Mailing Button. (This sends the MEC Mailing report directly to ITSD. You will
not receive any notification or EXCEL spreadsheet. Y ou may follow this Option 2 process
multiple sessions. Each time you submit MEC Mailing it will add to total number of
employers on the ITSD report.)

3. Upon completion of submitting the final MEC Mailing, take note of the Total Selected. If you
have added multiple times to the MEC Mailing list, you must take note of the Total Selected
each time and add the total of al the MEC Mailing submissionsto ITSD.

4. Send an e-mail to the MEC Coordinator advising the MEC Mailing list has been selected
and the COMBINED number of the Total Selected. The COMBINED number of the Total
Selected is the amount of flyers the MEC Coordinator prints.

5. The MEC Coordinator receives the address inserts from ITSD and sends out the flyers using
the MEC Mailing addresses from the DWD mailroom.
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